CE Launch Meeting Preparation Checklist
Employment Seeker:  ____________________	Employment Specialist: ________________
Referring Agency (VR, HCBS Waiver, etc.) and Contact: _________________________________ 
Date of Referral:  _______________________________
Date Confirmed Receipt of Referral:  _________________________
· Confirmed receipt of referral
· Confirmed scope of CE services authorized
· Confirmed any missing information
People who will participate in CE Launch Meeting:
1. __________________________ (employment seeker)
2. __________________________ 
3. __________________________
4. __________________________
Date and Time of CE Launch Meeting:  __________________________
CE Launch Meeting Location:  ___________________________________________________
Create Agenda or List Topics to Cover: _______________________________________
CE Launch Meeting Packet Contents:
· CE Launch Agenda
· CE overview materials (e.g., handout, video, checklist, etc.)
· CE Implementation Plan template
· Agency releases of information
· Other agency paperwork: _____________________
· Other handouts:  ____________________________
